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INTRODUCTION
In my assignment I will be talking about my own communication skills that I use frequently in my work place, I will also be talking about my recent feedback that I have received back from my presentation on effective team working and from this I will be making a personal development plan to work on for myself. I will also be talking about the three Communication cycle’s by Schramm,W.(1954) Shannon-Weaver,.(1949) and Berlo(1960).
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(Shannon and Weaver, 1949)
In (1948) Shannon and weaver both worked. Shannon was a mathematician and electrical engineer and Weaver worked as a scientist, which they then teamed up together and brought out an article in “The Belle System Technical Journal” this was called “A Mathematical Theory Of Communication” this was then also named Shannon-Weaver model of communication.

As it shows in the above model by Shannon & Weaver, 1949. It explains the process step by step of what happens between the message being firstly sent by the sender and receives by the receiver. The model was firstly designed for Technical Communication, but this later went on to be used across the field of communication.
 
Sender. The sender is the person who creates the message ready to be sent out to the person who it is intended for to be received.
Transmitter. The transmitter is the person who Encodes the message and generates this into signals or a radio frequency using an antenna .
Channel. The channel of communication is where the message is sent out through either a computer, telecommunications or a radio channel 
Decoder. The decoder is the person that receives the message from the chosen channel that it was sent from, and decodes the message if the message was sent as a code ready to be received by the intended person or persons that the message was intended for.
Receiver. The receiver is the destination or person who the message was originally sent out to.

Schramm,W.(1954) Communication Model
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According to Wilbur Schramm’s model, coding and decoding are the main processes that should be used within the cycle of effective Communication, he also claims that no communication is complete unless the original sender receives a reply or some kind of feedback from the intended receiver.
Schramm,W.(1954) has often been named as “The father of communication studies” he had a huge influence om the growth of the communication development across the united states, and also with universities in the united states his communication theory was widely used.
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Berol’s (1960) model has four stages, the stages are called Source Message Channel and Receiver, this is other wise named the SMRC model and gives you a different view of messaging that the other two cycles from Shannon-Weaver,.(1949) and Schramm.(1954) , as there is a lot more thought into detail of the message . The message would be carefully thought through by the original sender, he would put thought into how to write the message in a way so that it was read and taken in correctly by the receiver by using the right attitude within the message making sure the message wasn’t to be taken offensively by the receiver. The sender would also have to take into consideration the right channel for the message taking into account if the receiver could be of a different ethnic and have to translate the message before sending , the receiver could also be someone who has sight or  hearing disabilities there could also be a receiver that cannot read or right so the sender would have to have to consider this and find a way to send the message in another way so that the receiver could understand the message clearly as intended.

2.0 Communication Skills Within My Place Own Workplace

 After assessing my own communication skills. I have learned that I already use these skills quite often on a daily basis within my job, in my job I have to meet and greet people through out the day and I would also have to attend to their needs while they were at the restraint. This would include making general conversation about items on our menus, so I would be making eye contact with the guests and talking to them in an appropriate manor being polite and making them feel comfortable with me being around them. I would also keep communicating with my guests to either see if they needed anything else or sometimes if we were really busy I would have to approach the guests and explain that there order could be a little longer than expected, this would be important to keep guests happy as if I were to just leave them wondering what is taking so long , this can lead to conflict and confrontation from the guest, so to just communicate and let them know and maybe see if they need anything else meanwhile usually keeps people happy. I would also be communication with answering the phone taking bookings, cancellations or sometimes complaints which I would try to deal with myself in the best possible way to keep the guest happy to prevent a problem forming, but if a problem did form I would them call for a manager to be present to resolve the problem.

Presentation Feedback
 I have recently performed a presentation in front of other students about affective team working. This I found was totally different to what I am used to as I always speak in front of strangers on a daily basis within my work place but found this was very different and made me feel very anxious and nervous, this caused me to feel the need to rush and talk a lot faster than I would usually talk in front of the other students, but  listening to their own presentation’s and how the students seemed to be calmer and a bit more relaxed while speaking out to myself and the other students didn’t seem that hard to do, which helped compare against my own presentation and the way I handled myself while presenting to realise where I could have done better and what areas I did well in. And give our own feedback after doing this was a great help in not only helping myself on what areas in my own communication I needed to work on but helping the other students by giving constructive criticism on areas I thought could have been done differently for themselves. We each made our own evaluation form that we gave to the other students and gave our feedback to each other. By receiving my evaluation from the other students, I have recognised that I need to learn to stay a lot calmer and talk slower and use more eye contact. 
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Gap Analysis

	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	
 I want to be a manager 

	
 I can already work well with a team
	
 I am lacking the qualifications 
	
 Study and do well in my assignments 

	
 I want to complete my university course 
	
I can already research for any work I do within my assignments
	 
 I am lacking in time to myself at times 
	
By planning to make sure I have enough time from start to finish 

	
 I want to further my education next year. 
	
 I am already in working progress to complete my first year
	
 The graded to further myself next year.
	
 Completing my first year.




My Personal Development Plan

	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Present in front of people
	Try to be calmer and take my time reading and not rush 
	Recognising that I feel more confident  and not be so nervous to speak out
	Before I graduate from my course
	Only I can help myself to grow in confidence  by practicing

	Build on my confidence around people 
	I need to take my time with tasks set which will help me feel more relaxed speaking out in front of people 
	My feedback will come back to me that I have improved in myself
	Before I graduate from university
	I just need to practise with myself and around other people 

	Learn to use more eye contact while communication with people.
	I need to practice this and spend more time on working on this 
	I will identify this by feeling my confidence grow and from feedback improving 
	Before I must present again.
	Maybe try and practice with other students or on my own










My conclusion
In my assignment on communication I have written about the 3 models of communication. 
Shannon-Weaver,. (1949) , Schramm,W.(1954) and Berlo.(1960). I have learned from these models about the process of sending and receiving messages through different channels. I have also written about my own  communication skills that I already have and that I use in my place of work and in my day to day life. I have also talked about my evaluation feedback and constructive criticism that I have received from other students from my presentation this have helped me recognise I was good at and  what areas that I need to work on and made a personal development plan to work on for the future.
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I took park in this quiz on the 22.05.20 and scored 77%





[bookmark: _Toc9181653]Mind Tools Communication Quiz
 I took part in this quiz and scored 54% on the 21.05.20
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